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PURPOSE 
 
The purpose of this procedure is to convey policy and provide guidance to ensure compliance 
with prohibition against discrimination in the National School Lunch Program (NSLP). 
 
PROCEDURE 
 
Discrimination is the act of distinguishing one person or group of persons from others, either 
intentionally, by neglect or by the effect of actions or lack of actions based on their protected 
bases. 
 
All food service employees must receive annual training on civil rights compliance.  
Administrators from the Department of Food and Nutrition will provide annual training to Food 
Service Managers, Satellite Assistants and Assistant Managers.  Food Service Managers and 
Satellite Assistants must provide training to their staff.  New hires must also receive this training 
during orientation. 
 
Training must include required information from the Civil Rights National School Lunch Program 
Video Presentation (Link-1 Link 2, Link-3/PDF). The Civil Rights Compliance Training Information 
sheet should be posted in a visible location for food service employees along with the 
Professional Standards Training Roster (Attachment A). A copy of the Civil Rights Training In-
Service Roster should also be kept on file.   
 
Process for Handling Complaint 
 
Complaints may be written or verbal (anonymous complaints are also accepted and handled the 
same) and must include the information requested on the NSLP Civil Rights Complaint of 
Discrimination form (Attachment B).  The complainant (person or group) has 180 days to file a 
complaint from the date of the alleged discriminatory action. 
 
A. Upon receipt of a complaint, the food service manager or satellite assistant must immediately 

notify the: 

• school site administrator (principal or his/her designee) 

• food service administrator/Department of Food and Nutrition 
 

https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fattendee.gotowebinar.com%2Frecording%2F3112140607190204931&data=05%7C01%7C232990%40dadeschools.net%7Cdc83288b91b046dd943c08db89f41396%7C4578f68f86cd4af9b31793e3826ca0f5%7C0%7C0%7C638255453627171313%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=gHJXcvYc4iIEKmWdUCF1lZuf%2FavOjYUcI4YvU9UnOlE%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fattendee.gotowebinar.com%2Frecording%2F5466738161004942256&data=05%7C01%7C232990%40dadeschools.net%7Cdc83288b91b046dd943c08db89f41396%7C4578f68f86cd4af9b31793e3826ca0f5%7C0%7C0%7C638255453627171313%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=pNzaBt%2Fxv0J5ZSm46QIvLBxVJ34ZAeLF6zmHZhQIWLg%3D&reserved=0
https://nam10.safelinks.protection.outlook.com/?url=https%3A%2F%2Fattendee.gotowebinar.com%2Frecording%2F5744528674271084380&data=05%7C01%7C232990%40dadeschools.net%7Cdc83288b91b046dd943c08db89f41396%7C4578f68f86cd4af9b31793e3826ca0f5%7C0%7C0%7C638255453627171313%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=x%2FLpTYlp43abbP9wLvQ%2Bfa4i%2B2fQ3IxCC91D9fUMUkU%3D&reserved=0
https://api.dadeschools.net/WMSFiles/17/Procedures/G-13%20Civil%20Rights%20Presentation%20PDF.pdf
https://api.dadeschools.net/WMSFiles/17/Procedures/G-13-AA.pdf
https://api.dadeschools.net/WMSFiles/17/Procedures/G-13-AB.pdf
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B. The Department of Food and Nutrition must immediately notify the Florida Department of 

Agriculture and Consumer Services by submitting the completed NSLP Civil Rights Complaint 
of Discrimination form (Attachment B) to the following address: 
 

Florida Department of Agriculture and Consumer Services 
Food, Nutrition and Wellness 

600 South Calhoun Street, Suite 120 
Tallahassee, Florida  32399 

Attn:  Civil Rights Compliance Coordinator 
 
 
 
For Action By: Department of Food and Nutrition, Principals, Food Service Managers, 

Satellite Assistants  
 
Refer Questions to: Department of Food and Nutrition 
 
Revised: July 2008, July 2009, March 2014, July 2022, July 2023 
Reviewed: July 2023 
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